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"CENTRAL INTELLIGENCE AGENCY 
Washington, ile 


1 Tn compliance with: effective laws and vegniationsay: CIA will | 
grant to its employees cash awards or increases in basic rates of. 
compensation for mer oye Ore rice or superior accomplishments 


ADMINISTRATIVE INSTRUCTION. © 47 gantry "2952 
SUBJECT: Ingentive Avards Program | 
RESCISSIONS: Administrative Instruction ted 27 July 1949. 

Administrative Instruction ated 14 June 1948. ee 

‘Administrative Instruction dated 31.Decenber a 
“198. | toe Aa | 
a Administrative Taetruction dated 1 November - 
1950. . | , | oa 
pasee: 
H 
{ 


as set forth | herein. ae a | i 
; : 5 a . eo Rod 


2. “Under the program, incentive will be proves by: 
. ae | 
Be ‘Cash awards for meritorious suggestions. ; : . i 


De: "Gach eaves or increases ee rates of basic. 
- compensation for superior accomplishments contributing 
to g eve saer ae efficiency and economy: in. administration. 


¢ es oe "Additional step increases as 8 digi for 
. “superior accomplishment. Sa a 


aah er Efficiency Awards Conmittee. 


“a. The Efficiency Awards Committee shall include eHe 
eae ees vores 


: a). Assistant Dopity Bieter (fieinistretion) as 
‘Chairtian re . 


Hy Personnel. Director - oe 
3) Comptrolter - Member ~ 
(4) Aaviser for Monegenent - Menber : 


(5) Representative of office Concerned - Menber 


ne (6) Personnel ‘Relations’ officer - on-voting 
- Menber and Recorder oh 
oe 3, y es ; , 
, | ARESTRICIED 
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comemrenenn Aaeeqmarnomitcenity sn 


b. Functions S the Comittee, 


foot a | (1) ‘The Conn hee shall be eeicie for 
carrying out the program and will be governed by 
‘the provisions of applicable laws and. regulations. 


ae (2). The Committee shall determine which type 

: of award is best suited ‘to give proper recognition .. oe 
_ and make appropriate recommendations to the Director ; i 
ae his Geetence: eg a 


"The Committee will neet at the et of the Cheirman. a 


“al Stimulating Participation. 


lye In order that the program may serve as an 
incentive to CIA employees, the Personnel Director 
shall give it full internal publicity and shall - 
a oe ae Aye use CIA publications to publicize awards made to. 
a a Bes, -.  QTA employees. The Personnel Director will make 
ie Ho ge LG an annual report to the Bureau of the Budget on 
the atatus of the pene 


he Eligibility for Awards. oe 


Be All civilien employees. of OTA are eligible for 
_ awards under the PEOEYEM, 


ae EPRI ELSA RENE ten a ES Bt z - 
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5. - Conditions Governing sveras 


a. Cash awards or salary increases awarded to. enployees: 
: unger whe pce shall be in. addition, to: regular; compensation. 


ae Acceppanee of cash awards. for meritorious suggestions 
shall be a full release to the Government from any and ali . 
claims by the employee,: his heirs, executors , administrators , 
or eae for the use of such suggestion. 


Cee Ree ERA? ere cae Oe 


- Not more, than one . award shall be. made. to an - 
: cic for any one suggestion unless the actual 
first year savings are sufficiently greater. than the 
- estimate. of savings on which the - original award was ee 
Pesce — oo # 


ad. Not two employees may be given cash yards or. 
‘salary increases for -the same improvement, except in a 


shared | or group: award. 


| 6a Cosh Averas for Meritorious Suggestions. 
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i 
/@, General. 00 3 ea hy ; cee! 2 es | 
: . Cash awards may be authorized for meritorious 
' Suggestions outside the normal requirement’ of the 
auties of the position of the suggester. The total 
of such awards shall not exceed $25,000.00 during 
one fiscal year. ta & Neigh s +25 


be Awards for Savings 


boa If such an award is based on estimated savings | 
resulting from adoption of the suggestion, the amount . 
of the award shall.be based on the estimated savings in. 
the first year of operation in accordance with the 
following table, unless the Director shall determine 

that a different amount is justified: ta Pera d to 


SHS Ua i tlh SR en a Reta reine eee 


Reales CS rancid Ua Siar ts. 


ANNUAL SAVINGS CASH AWARDS 


$1 = $1,000 $10 for each $200 of savings with a 
..°. minimum of $10 for any adopted 
Seer ae suggestion rte Ns Oa 
~~» $1,000 - $10,000 $50 for the first $1,000 of savings, 
ay and $25 for each additional $1,000 — 
apt Died nue A . Of savings hn +a. a : 
~ $20,000 - $100,000 $275 for the first $10,000 of ? 
bee fr gaings’ ang $50 for each additional 
eee ee $10,000 of savings | ae 1 
_- $100,000- or more $725. for’ the first $100,000 of my al 
- | eons _ savings, and $100 for each. a baer 
_ additional $100,000 of savings , a 
provided that the maximum award — > eee 
for any one suggestion shall not 
exceed $1,000. 2 


_¢. -Awards for Improvements Not Necessarily Resulting 

in Savings. eas = ee aS 

> Cash awards may be authorized for adopted 

. Suggestions which result in increased efficiency, 

conservation of; property, improved working conditions, 
‘better service.or other types of improvements whether 
we Oe not an identifiable monetary saving to CIA results. a 
Ea Be _. The amount of the award shall be commensurate with | Ce 
eye te the benefits anticipated from the suggestion and.will ae 


“be determined by the Committee. 


1k ee oe aa Eo Coma pd estiion , tiedale-or other emblems.may be. 
ea _. awarded by the Director in addition to monetary awards, 


-3- Ete ase Tae “a 
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. / and ‘also in honorary recognition of service which the. 
> ae Committee recommends. as exceptional, but not meriting 
Le me eee. Pe, he gO CORN AWARE. Yi Oh, ee GC | 

| 


| 
1 


e.° Submission of Suggestions - . 

ae A suggestion may be submitted directly to. the 

EE gal pe he - Personnel Director by the suggester or through supervisory 
Pe. gen ite Tr channels. It should be in duplicate, and should include: 


ere oe se ee ee a Le Name of employee. oe ae , | ee a ee 
ee eee = as cas (2) ‘Title and grade.. 
(3) Division, Branch and Office, . 


a statement of the actual saving of money which will | 
result or has resulted in the first year of its operation, 
or the basis for opinion that other exceptional benefit 

to CIA will result: from adoption. tg ds se 


(4) Detailed description of the suggestion, with , 3 _ 


Be Action on Suggestions 


SGN ame Personnel Director will remove the 
‘identification of the suggester and submit each 
Sugsestion to the appropriate offices for veview. 


rae Suggestions concerning organizational Cota Dat a. 
procedures will be submitted to the Advisor for 


_ Management for review.: 


TIA en rmaeertiey craantencotmncamcre nm, 
“fs 


(3) The Personnel Director will prepave the ae 
_ necessary papers for submission to the Committee. a 


- ‘ (a) If the Committee determines that.a 
‘suggestion has merit, the Chairman will recom- 
mend tio the Director that a zash award or a 
Certificate of Award or both,be presented. , 


:" (b) “If the Committee determines ‘that a. 
~ Suggestion is not acceptable; the Personnel.’ 


‘Director will notify the suggester of the’: 
~ season his Suggestion was not adopted, = 


See heseecie sataa 


(A) Whenever the Director believes that a suggestion 
Would henefit the Federal Governnont generally, he may. 
_ Teport it to. the Director of thy Sucesu-of the Budgét 
. .. Lor dissemination to all Depaxtinents and Agencies. | 
~~ However, no additional cash awara may be authorized 


. for the suggester. - 
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(8) The pers gonnéll Director W411 place a record of 
Gach suggestaon submitted and Pinal: action: baken “in ‘the 
personnel Lile of. the employed, tie ant Beg 
an Gash Awards or Suineneages in Rates of Haste: Connain néebion for 
Super ‘Lox Accomplishments. Contributing to Oubstanding ‘Mfftiedency and 
sconomy in Adminis stration, ae | 


@ Gash Awards for ufficioney 


Cash awards may be authorized. ‘for Savings 
mide in the conduct .of an employee's own opern tions 
whether such Savings are the result of o suggestion 
or other personal accomplis Sament. Such an award shall . 
not exceed .25 per’ cent of. the estimated Savings in the 

first year of Operation, | nor an amourit equal to three 7 : 
times. the step increase Of an employee! S grade, 2 Ye = 


be Increase in Rates of as ie Coupe ensation for’ Beticieney 


A salary inex rease of one, tivo’ or three 
steps may be authorised for a. suggestion or superior | 
accouplishment in the conduct of an employeets om =, 4 
Ops rations which results in such substantial sa avings — oe 
to CIA that: Limitations on tho anount, of cash awards 
would result in inadequate reward,. ‘the annual. rate. 
of such a salary inersase, shall not éXcead 25 per 

cent of the estimated Savings ‘for the first year, nor 
three salary steps in ‘the individuals: ‘gre diss : 


awit detain Beatties ws 


Gi) ‘Shared. or Croup: Awards 


ata! 


Where contribution bo the improvenent Of: 
efficiency has been made by more than one employee, 


UME Se iain Stat 


all employees contributing, including Supervisors, ‘a Ge! age 

may share awards == each gs shariag in proportion to his aor a 

contribution, The total: mmount awarded: ‘nay not exceed 4 

the amount aithorized for the type of award, No two. ~ | 

employees. mney..oc , given’: cash. stards: OF: salary increases | y 

aon ae Same ee ean (cxeept in ae ‘shared: or (Broup . + eS / 

ee - ees oe oar ei oie egy OM Se Slate pele ag ay ae a 
ads Submission of Recommendations es Pe cae OT > Be he > f 

| (1). Where. _ recomnendatio ons are based. upon ‘a. die Oar, Phas a on 
pa rerios sugges ston follow Procedures vunder ‘ou ne mee Gacaira as 

} , lat ‘ 4 
See eee ee (2) Vas in the review of operations of their 
peal Oe ee ge respective offices. office heads discover supervisors - : 
es ae. ae employees Whose Superior accomplishments: contribute ee ee Ge ee 
ee ee b0 outstanding eff; ielency and’. gi tit ro alate ares 
[os 
a j 

| 


I a ee at aad te accent glial ea eae 
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mcuseiest URE T acts PEM RO AN ai Ee : 


“ecunony im dati ntstration ‘they will recommend awards 
under this section, Such recommendations will be 


eae cee aera . 


: forwarded to the Personnel Director through normal | 
po oe - ‘channels, Each such reconmendation must be specific 
py ' and well documented to permit proper evaluation by 
_ the Committee, 


. : 5 wo 2 sal 
: (a) The recownendation mist include: 9° eee 
a a . 
ol. A full and complete description 
of what methods, procedures, organizational | 
‘changes, etc., have been adopted contributing rte il 
tai to improvenents resulting in outstanding = =: eae 
Dy oe effictency and economy in administration of. | 
the. beer euler ff ice or unit. 
2. Identification of the out | 
‘ stand™ ng office or unit. 
Ff : ; x ie \ 
; | 3: Identification by nave of the 
: | or ) io sunervisors and employees whose personal 
ie oe oF. : ~ "), . @ETorts have caused the office to be out. athe ae Z 
a rr ae ee oe oo -tigp = eb peers | 
| he “Supporting dctimentatton of! | 
| the contribution: made by each super= | 
a> oy eee -visor and employee where group or . . | 
eae ia 3 shared awards are. recommended. 
8, Addit! onal Step-Increases as @ Reward for ‘Superior Accomplish- 7 
| ment. ; 
| 
t : ’ 1 
4 ay A salary - increase of one eee may be granted is 
an employee for: (a) sustained work performance of a 
a high degree of efficiency; (b) the initiation and - iS 
development of a suggestion, over and above the. . 
normal requirements of his position, which increases 
effictencys. or (c) special service of an outstanding 
ce case ee nature, | whether or not the performance, suggestion. . 
Wale oe arte ae or special DERvace: results in substantial economies. 
og or i ss. | 
ae eee (*). No employee shall be eligible for more than 
oo one ‘such additional” step-increase within the ae 


ee between norma tepranorenses (1.< e. ae 


a — oe ee 
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calendar weeks, of service if position is in a grade 


‘in which step-increases are less than $200 and 78 
calendar weeks of service ina grade jin which step- 


increases are $200 or more)... 
b. Basis for Awards 


(1). In order to serve as the basis for an award 


of an additional Step-increase, the accomplishment 
of an employee must meet one of the following tests: 


(a) Sustained work performance for a 
period of at least three months of such nature 
that it not only meets the requirenents for the 
highest attainable efficiency rating but merits. 
distinctiun emong those who are given such : » 
rating or ameng these whose current. work 
‘performance is sufficiently outstanding to 
justify such rating; or | “es 


* . (b). Initiation of an idea, method, or 
device, which has been developed and adopted » 
because it is. expected to improve the public 
service or provide. for more economical operation 

in the public interest; or 


(c) A special act or service in the 
public interest, related to official employ- 
ment, over and above normal position require-~ 
ments, of an unusval ux distinetive character, 
where its recognition as a basis for an — 
additional advancement would serve as. a. 
definite incentive to others. - 0. | 


c. Submission of Recommendations | 


tee under. this 
section will be made by 211 Agency. supervisors) 
who in the course of their periodic reviews of the 
operation of their respective offices and sub-units | 
discover, employees whose performance merits such 
recognition. os Ki fahe | 


(1) Recommendations to the Commit 


(2) Recommendations will be forwarded to the 


- Personnel Director through normal channels. Each — 


“such reconmendation must be specific ard well 


~ documented .to permit proper evaluation by the - 


Committee. ee 


(3) The recomendations must include: 


SBE AL ENR Re et date ear ee 


AROS aceasta pains etapnamstteraent kewl ennnte ens 
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Methane melee aE Sk a aenernamitenn ner rent = ti srt nesting ners ininvan-rinenconmrincr wsare 


innachnretienteminmmcaamimeamerie’ : 


ae (a): A statement that the employee has had, 
ote oe Por a period of at least six months immediately 
i er a ee ae _ preceding the date of the recommendation, an 

aes efficiency rating of "outstanding". or that he. - 
merits such a rating at: ‘the “time the. recom 
mendation is made : 


ce es i hot ts (b) A description of how the scuatayee 
oy would have to perform his duties in oder to 


meet the standards of performance Hermes ty 
expected in the position. 


| 
| | (c) A description of how ee employee 
| a _ ‘actually performed his. duties in order to be > 
‘ae : vated "outstanding". This should include facts 
| concerning the quantity and quality of the © 
employee's work, the manner of performance , 
| personal traits, and other evidence of 
superior accomplishment. This part of the» 
recommendation should be in specific terms 
a _ with examples to show how he met the standards - 
aed nes of an "outs tending" employee. a ks 
(a) A description of how the employee's 
- ‘performance mertis destinction among other | 
employees rated “outstanding” or who are worthy | 
of such rating; and how such performance was an 
incentive to ous employees. 


8; 


(4) Examples of the types of acs or service which 
night justify such an award are: . ee 


(a), Distinguished dchtevenent in’ 
inprowing the morale of employees. 


neat NT REEMA RA AERA A pny 


(bd) Outstanding contribut ion to management 
or a eek as ee 


t 


_ (c) ‘Monetary saving to the Goverment. 


oy AA) Bets service, or valor over and above 
the: call of: qusy a. 


eee ae (e): Performance which has involved the 
= pene er comine of. a difficulties. 


cs (5) Examples which by themselves are "nob acceptable 
for. recommendation for superior accomplishment rewards 
ares . 
(a) > Long hours voluntarily worked.” 
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(b) “Loyalty to the service. e 
(c) Hfficiency rating of "satisfactory". 
(d) Performing duties of a higher grade, 


which situation could have been corrected by 
~~ Yeallocation. er 


(e) Long and faithful service. 
on oe FOR THE DIRECTOR OF CENTRAL INYELLIGENCE: 


-STATINTL 


| | To Set Gl waa rige Ga ae ey reg RAY McCONNEL 
a 3 eo i Deputy Director © — 
(Administration) - i 


DISTRIBUTION: No. 3. 
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 Jeomenr 


| Jconcurrence 


“ REMARKS: Under the decisions of the Comptroller Gen 
jeral, the Director is required to approve personnally 
each cash award, It is s 


ufficient for the purpose of | 
the law if the Director signs the certificate of a 

Cu -~ P<: given the employee, which may be desirable from a 

7 ee. morale standpoint. 


It is not necessary that the — 
Director personally 


Sign vouchers and ocuments. 
in connecti awards, . UE 
hut ENCE R. HOUSTON 
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"CENTRAL INTELLIGENCE: AGENCY 
‘Washington, D. Ge 


NO. 


SUBJECT : = Incentive Awards. Program 


sascrasz0Ns: Administrative Instruction ated 27. July 19h9. 
Administrative Instruction ated 14 June 1948. 
‘Administrative Tnavzuc tion. . dated 31 December 


1948, 


Administrative Instruction. dated 1 November 


woe 


i. In ‘compliance with effective laws and regulations, CIA will 


grant to its employees cash awards or increases.in basic rates of 


compensation for mend ber. ous, ‘Suggestions or gia accomplishments 


as set forth: “herein. 
“Os Under the ‘Program, “incentive will be proviaea by: 
a. Cash awards for meritorious suggestions. 


b. Cash ayers or increases in rates of ‘belie 
compensation for superior accomplishments contributing © 
to outstanding efficiency. ‘and ER One in: somine bie thon 


Boe Coe “Additional step: increases as & reward ter net 
pero accomplishment. boogiteteengr 


tod 


ee _Effiei tency eras Conmittee. . 


a, “The: Efficiency Awards Comittee shall include the 
foutoving ae : pe See 


pees Gil ae Assistant Depity Birestor (Aoindstretion) col 
-Chaimman a ae 


ees Director. = Menber 
(3), Comptroller - Member | 
“(uy naviser for: Management =“ Menber 


| (5) Representative of orrice Concerned - “Menber 


: (6) Personnel Relations orticer . - Non-voting | 
| Member and Recorder ee - 

oe lee 
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b. Functions of the: Comittee. 


AG). The Committee shall be akpensinie for 
. carrying out the program and, will be governed by 
_. the provisions of applicable laws and regulations. 


(2) The Committee shall determine which type 
of award is best suited to give proper recognition | 
and make appropriate recommendations xe the Director 
or. Ss Gestepes: 


. The Committee will meet at the call of the Chairman. 


d. Stimulating Participation. 


0) In order that the program may serve as an | 
incentive to CIA employees, the Personnel Director 
shall give it full internal publicity and shall 
use CIA: publications to publicize awards made to. 

CIA. employees. The Personnel Director will. make - 
an annual report to the Bureau of the Budget on 
the status of the program. 


y, ‘Eligibility for Avards . 


a. All civilian np levees ‘of CIA are ‘eligible for 
awards under une BEORUEMs: : 


oN Conditions Governing Aeerdsias 


a. Cash awards or. salary increases paweraed to. enplayeee 


under the program shall Me in addition to regular, compensation. — 


b. Receptance of cash. awards or: meritorious. suggestions 
shall be a full release to the Government from any and all 
claims by. the employee, his heirs, executors ,. SoS reer? 
or Beer ene for the use of such ‘suggestion. 


Not more than: one: award shall be made to an 
ae ioe for any one suggestion unless the actual 
‘first year savings are sufficiently greater. than the 
- ‘estimate of savings. on which the origina award was 
based. 
a. No two employees may be given cash awards or. 
salary increases for the Same Oey except in a 
shared or group award. 


7 Ss Cash Awards Por Meritorious Suggestions. 
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‘Cash spares may be authorized for meritorious 
suggestions outside the normal requirements of the 


duties of the position of the suggester. The total 


of such awards shall not exceed $25, 000.00 during ~ 


-. one fiscal year. 


“be Awards for Savings 


If such an award is based on estimated savings 


| resulting from adoption of the suggestion, the ‘amount 


of the award shall be based on the estimated savings in 
the first year of operation in accordance with the 


_ following table, unless the Director shall determine 
ee a different amount is justified: : 


ANNUAL SAVINGS CASH AWARDS 
$1 = $1,000 ~~ $10 for. each $200 of savings with a 


‘minimum of $10 for any adopted 
suggestion — 


$1,000 - $10,000 $50 for the first $1, 000 of savings, © 


and $25 for each additional $1, 000, 
of savings 


$10,000. - $100,000 . $275 for the first $10, 000 of 
seth savings and $50 for each additional 


. $10,000. of savings 


$100,000- or more 8725 for the first $100, 000 of 


savings, and $100 for each 
additional $100,000 of savings 
provided that the maximun award 
for any one suggestion shall not 
exceed $1, 000. 


- Awards | for Improvements Not Necessarily Resulting 


_Cash- avards may be authorized for areca | 


“suggestions which result in increased efficiency, 


conservation of property, improved working conditions, » 


better service or other types of improvements whether 
or not: an identifiable monetary saving to CIA results. 

The amount of the award shall be commensurate with 

' the benefits anticipated from the suggestion and will 

- be determined by the. COMM OLE 


Notes Honor Avards, 


(ow 


ee Certification, medals, or other ‘emblems may be 
awarded by the NITCELCE in addition to monetary avards , 


as 


» RESIRICUED | 
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- and also in honorary recognition of service which the 
Committee recommends as exceptional, but not eee 
o:) Saet avard. 


@. Submission oe CUBBERELOnE 


A aigeection may be submitted ire to the 
Personnel Director by the suggester or through supervisory 
channels. It Se in duplicate, and should include: 


0) Name of employee. 
(2) Title and grade. 


| 

3) Division, Bienen and Office. 

i : es GEE 
| (4) Detailed description of the suggestion, with 

a statement of the actual saving of money which will 4 
result or has resulted in the first year of its operation, 
| . or the basis for opinion that other ekcepttonay Rene 

| * to CIA will result from anoeet on: 

| 
| 
[ 
| 


fe. Action on Suggestions 


(1) The Personnel Director will Poncues the 
identification of the suggester and submit each. 
suggestion to the appropriate offices for review. 


(2) Suggestions concerning organizational | 
procedures will be submitted to the Advisor for |: 
Management for review. 


(3) The Persunnel Director will prepare the 
necessary papers for suomission to the Committee. 


(aj> Se the. Committee: determines thet a 
suugestion has merit, the Chaixman will recom- ; 
mend tu the Director that a tash evard or 8 
Certificat te of Award or ‘bot eh oe ey ted. 


- 


Pay ‘If the Committee determines that. a- 
suggestion is not: acceptable, the. Personnel 
Director will notify the suggester of. the 
reason his. ‘Bugs gestion Was HOR oe 


batiglt beeen ne entre eet 


(4) Whenever the: Divector pelieves: that a: suggestion. 
- would benefit the Federal Government ge nerally, he may 
report i% to the Director of the Bureau of the Budget |. 
ot Por didsenines wlon to all Departments and Agencies. 
'. However, no additional. ‘cash award geal ee authorized 
e for ‘the - suggester. 
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(5) Tho personne el. Director will. place are ecord of 
each suggestion submittad and final action taken an the» 
jperseane: ee of the: employed. 


Cash Awards or ee in Rates of Basic Compote: stion for 


Superior Accomplishments Contributing: to ee ne BEE AE COSY ane 
Heonomy in Administrations 


Qe Cash Avards for bfficieney 


Cash avards may be authorized for saving 
made in the conduct of an employee's’ om sees 
whether such savings are the result of a su; gee stion 
or other personal accomplishment, Such an award shall 
not-.exceed 25 per cent of the estimated savings in the 
first year of operation, nor an amount equal to three 
times the step increase of an employee's grade. 


‘De Tnere. ase in Rates of Basic Compensation for Efficiency 


A salary increase of one, +10 or three 
steps: may be authorized for a sugges tion or: superior 
accomplishment in the conduct of an employeets: om 
operations which results in such substantial savings 


to CIA that limitations on the amount of cash avvards 


would result ain. inadequate reward. The annual. rate 

of such a salary increase shall not exceed 25. per 

cent of the estimated savings for the first year, nor 
three salary steps “in the individualts grade, 


Ce. Shared or Group Avards | 


| Where contribution bo ne improvement. of - 
efficiency has been made by more than one employee, 
all employees contributing, including supervisors, 
may.share awards == each sharing ‘in proportion. to" his : 
contribution, “The total ‘amount: awarded’ may not exceed. 


> the’ amount authorized for the-type of awards" alto ‘tyo 


employees. may. bo given cash wards. or salary. increases 
for: the. Same improvement OF pause in a shared or eroup.. 


aes orard,: i ss ae nen ee, 


ds Submission of Reconnindations | bree tp Teas Ve 


Wane hana, Pechmienaed tone ‘ave based ‘upon a’: Ee es 


Fa es 


“meritorious puceneter. follow. peeeeco as under ca 


(2) “Wher ‘2 in: the: review of operstions of thoir 
respective offices office heads discover’ supervisors. _ 
ne employees whose superior accomplishments a 

to outstanding BEpig tency: and. 


| raster x 
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oe. 
economy in administration they. will recommend awards ' 
under this section, Such recomendations will be Chee 
: forwarded to the Personnel Director through normal... : :| 
Channels, Each such reconinendation must be specific 
and well documented to permit: proper evaluation by. 
the Committee, : ede: 28 
| (&) The recommendation must include: ° | 
de A fu'l and complete description i: 
of what. methods, procedures, organizational | 
i 2%. % . | Changes, etc,, have been adopted contributing | 
he ee F fee RO improvements resulting in outstanding 
lavas a -effictency and economy in adninistration of 
the particular office or unit, : 
2 Identification of the out- 
| Stand™ng office or untt. | 
bE . 3: Identification by navne of the 
Cau s .- sunervisors and emoloyees whose personal 
| | efforts have caused the off'ce to be oute 
: standing, a Rg 
hes Supporting documentation of 
the contribution made by each super. eon oon 
visor and employee where group or | 
shared awards are recommended, | ee : | ne 
| 5 | » Be Additional Step-Increases as a Reward for Superior Accomplish- | 
Me ae ment. oe Sa * as 
se | 
a. Awards — 
ee af st ate a. nee Vay eae a 4 
wits Me AL) A salary increase of one step may be grented as 
Ree P.. _.. @n employee for: (a) sustained work performance of . a 
ee a a high degree of efficiency; (b) the initiation and — } 
development ‘of a Suggestion, over and above the { 
\ normal requirements of his position, which increases } 
efficiency; or (c) special service of an outstanding i 
Sone nature, whether or not the performances suggestion, . | 
one re or special service results in substantial economies... | 
L | (2). No employee.’ shall be eligible for more than ‘ 
; one such additional step-increase within the time ©. yas 4 
i period between normal step-increases (i;e. 52. . Pa oi ae a : 
. RESTRICTED 
aaa fy ee Palle. : hanine t Weck, eee mete ia: Galas 2 eae s cin i ao z Se ene a err ch 
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calendar weeks of service if position is ina grade : , 


in which step-inereases are less than #200 and 78 
calendar weeks of service ina grade in which Buep- 
increases are $200 or more). : 


peuleneiimemenra tae ee ra gh cat 
igi SD 


b. Basis Bee gees 


(1) In order to serve as the basis for. an award. 
of an additional step-increase, the accomplishment 
of an employee must meet one of the following tests: 


(a). sistaisa work performance for a 
period of at least three months of such nature 
that it not only meets the requirements for the 
highest attainable efficiency rating but merits 

‘distinetion among thosé who are given such 
rating or- ameng those whose current work — . 
performance is sufficiently Site vandne to Poe Ree Beas 
Justify such rating; or” ; : 


+s tennant lsat irene nee ar 


ar: fn ae at (bo) ‘Initiation of an idea, aaa ‘or 
ee Mg eae which has been developed and adopted 
- because it is expected to improve the public 
service or provide for more economical. operation - 
-in the public interast; or - ; 


(c) A special act or service in the 
public interest, related to official employ~— 
ment, over and above normal position require- 

ments, of an unusual or distinctive character , . 

where its recognition as a basis for an. ? a3 

additional advancement would serve as a 
definite incentive to others. . : 


c.. Submission of Recommendations 


(1) Recommendations to the Committee under this 

section will be made by all Agency. s supervisors 

who in the course of their periodic reviews of the. 
re operation. of. their respective offices and sub-units 
i -_ discover euployees whoge performance merits ct 
; recognition. 


: (8) ‘Recommendations’ will be forwarded to the 
Personnel: Director through normal channels. Each. 
a. such recommendation. must be. specific and well 
ne . documented, to permit Proper: Serer by the 
ae Committee. 


eins a ta eA RG aE EEG nal ha cad rien iE 


6) The recomendations must include: ae eee 6 See are 


‘ Toe Se 
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voy (a). A statement that the employee has had, 
for a period of at least six months immediately 
. + ..preceding the date of ‘the recommendation; an: 
efficiency rating of "outstanding" or that he 
merits such a rating at the tite the recom- 
- mendation is: made, : ae 


u 
2 

te 
i 


(b). A description of how the employee 
would have to perform his duties in order to 
_neet the standards of performance. normally 
expected in the position. sat Pe 


. (¢). A description of how the employee 
actually performed his duties in order to be. 


rated "outstanding". ‘This should include facts. 
concerning the quantity and quality of the 
employee's work, the manner of performance, 
personal, traits, and other evidence of ns 
superior accomplishment. ‘This part of the 
_ recommendation should be in spécific termé 
_. with examples to show how he met the standards 
ws "of an “outstinding" employees? "tm 


eee ae ee C1) ay description of how the employee's 
oe e - performance ‘mertis destinction among other 

employees rated "outstanding" or who are worthy _ 

of such rating; and how such performance was an . 


incentive to other employees. me i ae 


ee ge RO eee ee ee 
. (4) Examples of the types of ‘acts’ or service which : a 
- might justify such an award are; : 


. —. (a) Distinguished achievement in 
_ improving the morale of employees. 


(b) Outstanding contribution to management ts ; 2 
_ or operations. i =) | | 


os, (ce) Monetary ‘saving to the Government. 
“ "(a)" Act, ‘serv 


the’ call of duty. 


ice, or valor over and above : 


. 7 _. (e) Performance which has involved the 
age tee _ Overcoming of unusual difficulties. | a 
(5) Examples which by themselves are not acceptable 
for recommendation for superior accomplishment rewards 
are: : oe Fig eee MR Eiiergc, 


-. (a) Long Hours voluntarily worked. 
i | EBs , . 
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—(b) Loyalty to the service. 
(ec) Efficiency ‘rating of "satisfactory". ms 
(a) Performing duties of a higher grade, 

which situation could have been corrected by 

veallocation. a 


(e) Long and faithful service. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: - 
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Offa Memorandum - ‘UNITED STATES GOVERNMENT 


whi heme et eee Nei at etoat 5 irae 
fs laa So eS 
Ma 


TO 8 General Counsel Si, hs. Sas gin DATE: 28 December 3950 
FROM -t Personnel Director | gt nt = 
SUBJECT: | Proposed revision of Administrative Ins struct = 4 
STATINTL 7 7 , ae 4 
STATINTL i, _,_ be. Reference is made to the attached dr ng Adnin~ 4 
ae hte istrative InstructionL___] Subject: Incentive Awards Program, 4 


which has been referred to this office for comment prior to its | 
submission to the Deputy Director for Administration for appro=- 


on pages 8 and 9 of the draft should be changed to appropriate 
performance rating adjectives as required under the Performance 


me val. Although the substance of the proposed instruction had the : 
he previous concurrence of the Personnel Division, it is desired ; ‘ge 
: that your office make a determination as to whether authority to. | 3 
7 approve recommendations for awards may be delegated to the Per=_ a 
- sonnel Director or must be exercised personally by the Director cae “s 
of Central Intelligence. | , e er 
; 2. It is also noted that references ‘to efficiency ratings ee 


a ee ss: Ratdng Act of 1950. Appropriate pencil notations have been aa a 
ie made by this offices = 7 Ba’ | 


3. Original routing by the Advisor for Management provided 

for review by the Comptroller prior to that of your office. In . us 

view of the question raised in paragraph 1 above, however, it is ee peas 
believed that pveue office should take a) actilone os 
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(a) A atatement that the employee has had, 3 

for @ period of at least six months immediately 

preceding the date of the recommendation, an. : 

efficiency rating of," t"vor that he i 

merits such a rating’ at the tig the recon- 

-mendation is made. . _ 7 : 

(b) A description of how the employee 

would have to perform his duties in order to 

meet the standards of performance moraely Waa 

expected in the position. - es 


_ (c) A description of how the euployee 

: cet actually performed his duties in order to be 

| . yf Be rated "exeeiient". This should include facts 

a Ft cHamaceung ————~COncerning the quantity and quality of the - 

" rete sate veg employee's work, the manner of performance, 
personal traits, and other evidence of 

Bone superior accomplishment. This part of the 

_ : . _ Yvecomendation should be in specific terms | 

i oe or with examples to show how he met the 

Standards of an - . ' employee. 

= nig ae 

i eg Se aes | | (a) A description of how the euployes's 

| a he sk performance merite distinction among other 

ae or : employees rated perestent or who are vorthy Zone 

of such rating; such performance vas — 

an incentive to other employees. 


(4) Examples of the types of acts or service which 
might Justify such an avard are: 


| | (a) Distinguished achievement in 
, ; improving the morale of employees. 


| (b) Outstanding contribution to 
management or operations. 


— () Monetary saving — Government. 


Bo To (a)! kot, “eervioe,: ée valor over solitons | 
e ! . the call of duty. | | 
| ) 

| 


| me 8 (e) Performance which has involved the tate : a 

ae : ss overcoming of unusual difficulties. | 4 
| ‘ ee : (5) Examples Which by themselves | are not acceptable 3 bee] 

eo : | for recommendation, A for Jauperior ‘scotepliohaant veverds ae ve: 
7 PVE Taos arse ef eer ) Long, hours voluntarily vorked. 
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() Loyalty to the service. 
yeees 
| Cc) Effictency rating of Sette 
| eee: — ( a) ‘Performing duties of a higher grade, | 
lee.” ot which situation could pee been corrected bes 
| reallocation. a 
| (e). Long and faithful neieice. 
| FOR THE mee OF. CENTRAL INTELLIGENCE: 
i 
a uit g ae "MURRAY MeCOMMEL : 
a neg. Sag me we . we ‘Deputy. Director for Admini stration 
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